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Step 1 - Select “download data file” from the “Select mode of output” options.
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Step 2 — Select the compression method you prefer. By zipping the file, you will
greatly reduce the size and download time. You must have WinZip
loaded on your computer to open a zipped file. By choosing “None” the
data will be displayed in plain text and may take longer to view.

Step 3 — Select the report and month you would like to download. Select the
appropriate month’s link.
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Step 4 — Once you have selected the report and month you would like to review, you
will receive an “Unknown File Type Box”. Select “Save File....”

Step 5 — Utilize the following steps:
5a. Select the folder you would like to save the reports in;
5b. Enter a name in the “File Name” box; and

5c. Select “Save”.

It will take several minutes for the reports to download. Once competed,
you must access the folder and file name you selected to view the reports.




